
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

COACH STARTER PACK 

VIDEO TRANSCRIPTION 

A N  I C A  B U S I N E S S  E X P R E S S  T R A I N I N G  M O D U L E  



  Business Express – Create Your Website                                                                                  1 

 

© International Coach Academy, 2015   www.internationalcoachacademy.com 
 

 

 

This is Cloe Blanchet and this module is the coach starter 

pack. 

You are ready to get your first clients. But before to do that, 

there are a few things that you have to get sorted. And that 

is what this module is about. What are these things?  

 Business Cards 

 Letterhead/Stationary 

 Client Starter Pack 

 Client Appointment and Contact Tool 

 Client Management Process 

 Accounting and Payment System 

 Your Personal Coaching Tools. 

 
Your personal coaching tools, you probably all have got that 

organized. 

What are all these are about is creating your brand identity. 

So your brand identity reflects you. You need to be 

consistent with your brand identity. And by being consistent 

we mean using consistent colors, consistent font, and 

consistent language through all of your communications. So 

when you’re making a logo, make sure you get the color 

code from the designer and the font name that you’re using, 

and decide on a particular font that you are going to use for 

all of your communication and use it everywhere. For 

example you want to use Arial 12 or Helvetica 12. Pick 

something that is common and used in excel or word or 

power point, and also in your emails and just be visually 

consistent.  

Along the same lines, when you get your logo done, make 

sure you get a logo in a format that has no background. So 

for example, if it’s a square logo, if it’s got a white 

background. If you put that logo in a color, like for example, 
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on a blue background, then you have this big white square 

on a blue background, and it might not look so good. And if 

you get your file in a PNG format, you might be able to get 

your background that is transparent, so that when you get 

your logo on any other color, the background will be 

transparent. 

.  

Business Cards and Letterhead - 

Physical 
Let’s look at your business cards and letterheads. So 

anything that physically represents you. The place that we 

recommend this done is just moo.com because they’ve got 

lovely template that already exists. You can have a go at 

creating your business cards yourselves. And if that doesn’t 

work, then you get someone to design it on Fiverr, that’s for 

$5 USD. Get them to design you some letterheads. So 

basically, any kind of attachment that you’re going to send to 

your clients, you need to have your logo at the top, footer as 

well with your contact details so it looks professional.  

Business Cards and Letterhead - Virtual 
Now what may not have thought of, is your virtual business 

card. So there’s a program called WiseStamp, and that will  

help you create an email signature, which has your social 

media icons, your website, your picture, and again, it just 

reinforces that you’re a professional person. The footer of 

your email looks great, your virtual signature and your virtual 

letterhead is just as important as your physical letterhead. 

Now I’m going to add here a very simple and easy tip. 

Anyone who has got a smartphone make sure you create 

your own contact record in the address book. Put your own 

name, your first name, your surname, fill in all the details, 
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your business name, your website, your social media 

addresses. Fill all of that information in your smartphone and 

then when you’re sharing contact with people, (pick you as 

the contact record and click share”, when that person gets 

that contact, they actually have all the information, they 

actually have your first name, surname, you company name, 

and all of your proper contact details. That’s something you 

may not have thought of that’s very very easy. And its just, 

again, shows that you’re a professional person. 

 

Client Starter Pack 
A lot of coaches started their coaching business without a 

client starter pack and you don’t actually need one. You can 

coach without one. But why would you want to have one? 

Basically, it makes you look more professional. It sets the 

expectations and the boundaries, and it will avoid awkward 

discussions in the future. For example, you can make sure 

that the client knows that there is work required by them in 

order to get results. You might have a look at procedural 

issues as well such as what time are your sessions, who is  

going to call, what happens if there’s a missed call? You are 

clearly outlining your confidentiality agreement and you are 

setting up a structure and you are setting yourself up for 

success.  
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What would you include in a client starter pack? 

1. A little welcome letter, “thanks for choosing me, great 
to have you aboard”. Something like that.  

2. A coaching agreement, setting up the expectations of 
how you can help, your coaching style, setting up the 
pace, the session time, the number of sessions, how 
the coaching will be run, whether it will be through 
skype or face to face, confidentiality, and expectations 
as a coach and as a client.  The International Coach 
Federation has a template of this and there are 
examples of other coaches’ starter pack posted in the 
forum.  

 

In the client start pack, you can actually start doing some 

coaching or pre-coaching questions. You can ask the client 

their goals, you can send them some qualifying questions so 

that you’re more prepared for your first question. And all of that 

information should be, as we said, consistent on letterhead, in 

the same font, in the same colors so it’s all looking nice.  

You can also include your own coaching models, and your 

power tool, and all other coaching tool that you want to use in 

your client pack. It’s up to you how big or how small you have it. 

 

Appointment and Contact Tools 
The next thing that we’re going to cover is meetings and 

contact tools. As you know, you can coach people from 

anywhere around the world. So meeting time planner is a 

really good tool to use to have a look at what time it is to use 

in your client’s time zone versus your client’s time zone. 

YouCanBook.Me is a little application that you can setup 

with your calendar which can show the time that you are 

available and it can sync with your google calendars. So 

that’s a useful little tool. And with skype paid credits, you can 

call your clients using skype. And you’d also want, a 

http://www.worldtimeserver.com/meeting-planner.aspx
http://youcanbook.me/
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business email, so not you know, cloe.blanchet@yahoo or at 

@hotmail but actually, 

cloe.blanchet@yourbusinessname.com. So I’m going to take 

you through some of these tools.  

Meeting Planner 
So let’s have a look at meeting planner first. And here you 

can see what time it is around the world. So I’m going to do 

Melbourne and Paris. And I’m going to do New York. So on 

Monday, the 4th of February (remember that there is daylight 

savings in different cities). So we’re going to show the time 

table. Now I’m actually currently based in Melbourne. So, at 

8:00pm at Melbourne, it’s 9am in Paris and its 3am in New 

York. So if I wanted to meet a client in Paris, probably 

tonight at 9pm will be a good time. If I want to take to a client 

in New York, first thing tomorrow morning, 9am Melbourne 

time is 5pm New York time. 

The other one to look at is World Time Buddy. This will show 

you the time again in various cities. So I’ve got Melbourne, 

Sydney, Beijing. So let’s change that one. Let’s add Paris, 

France and New York. So this is how we plan some of our 

coach training time, if it’s 7am in New York, if it’s 1pm in 

Paris, and 11pm in Melbourne. So if you want to schedule a 

time, you can click to schedule and share and it goes to your 

outlook calendars or google calendars or gmail. So let’s add 

the meeting to google calendars. And if I was meeting four 

different people, if I was meeting someone from Beijing and 

Melbourne and New York, then it would have all the meeting 

times here for me in google calendars.  

 

 

mailto:cloe.blanchet@yahoo
mailto:cloe.blanchet@yourbusinessname.com
http://www.worldtimebuddy.com/
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Youcanbook.me 
 

Let’s have a look at youcanbook.me. So just login. Set it up 

so it syncs to my google calendar. You can share the 

calendar via email via a link. My client opens that link. And 

these are all the times that are available. So let’s say 

tomorrow at 5pm. Someone wants to book that spot. I click 

on it and they can just fill in the form. Here we are. I 

confirmed the booking. Send an email with all the details of 

the booking. And people can add alerts to the bookings. So 

really great little tool that is free.  

 

Skype 
The other tool to use is skype. Skype is absolutely fantastic. 

You can call somebody on skype for free. But you can also 

buy skype credit by going to my account and adding some 

money in there. So what this means is if you have money in 

skype it means you can call any landline, or any mobile, you 

can send an sms message. So it basically acts like a house 

phone and more. It does even more than that. So for 

example, I can ring a phone number. So I’m going to ring my 

home number. And I’m calling.  

That’s my home phone, there it is. So you can use skype to 

use physical home lines or physical mobiles. So I’ll show you 

another way to use skype. So Im going to use skype to send 

a text message. I’m putting my phone number there, so let’s 

say.  

“Hi let’s meet tomorrow, 3pm”. 

And I’m going to send that via sms. There we are and send. 

And that will have gone by sms to my personal mobile 
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phone. So when you are using skype, you can also send 

attachments. So if I click on send file, in here, I can send a 

video message, send a contact, send a photo or a file. So 

let’s say I’m going to send a photo of me. There were are. 

And that sends a photo of me to myself, but actually to 

whoever you are skyping with. So the main thing about 

skype is you can call a physical number, a mobile number. 

So here we are I am calling my mobile number. Here we are. 

That’s my mobile. Skype is fantastic for free skype to skype 

calls to do your coaching. But you can also use it in ringing 

physical landlines, physical numbers.  

Accounting & Payment Tools 
You actually need an accounting system. Because you need 

to know how much money you are spending on your 

business and how much you are making. And in most 

countries, you need to pay some kind of tax on your 

earnings. So keeping proper accounts is important. And you 

also need to invoice your clients. At the very minimum, 

you’re going to need have a spreadsheet, an excel 

spreadsheet with expenses, either in one sheet or in one 

side, and in another side, revenues. So you can do that it 

two different excel sheets and have one tab that’s expenses, 

and one tab that’s revenue and you can subtotal each for 

each month. There are lots of templates out there but you 

can just create your own. But I would start with a template. 

Next is the payment system. 

So there are a few different systems that we can use. For 

one, I love is called Easy Books. With that one, you pay a 

yearly fee and it’s available for iphone and ipad and 

smartphone and tablet. And it’s very simple. You can create 

invoices, you put your revenue and expenses, and you can 

create quotes.  

http://www.easybook.com/
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Get a business paypal account – it’s free to join. For 

business account, you just need to go through a few 

additional steps but again its free. If you get a paypal 

business account, people can pay directly into your paypal 

business account either using their paypal account or credit 

card. 

And the last, the package tool I’m going to show you is 

FreshBooks. This is what International Coach Academy 

uses. And it’s a little bit more expensive than Easy Books 

and you pay on a month per month basis. And again, it’s 

compatible with mobile phones, tablets. It’s a cloud-based 

solution and it’s got a little bit more feature than Easy Books. 

But Easy Books is easy. So that’s the one that I do use. 

 

Coaching Tool Kit 
 

Lastly, is your own tool kit. The way you coach, your 

coaching model, your power tool, strength finder, and maybe 

any other tools or questionnaire or diagrams. What you need 

to do with these is put them all on your own letterhead with 

your own font and put all that information in a nice format for 

ready to send to clients. 

  

http://www.freshbooks.com/
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Action Steps 
Create your email business signature.  

Get some business card made if you’re ready. Or at least 

have a look at where you’re going to get them made.  

And in the forum, have a look at some of our client’s starter 

pack examples and start putting together one of your own.  

Get your coaching documents organized into one format that 

is consistent.  

And look at the tools that can help you with your business. 

So good luck and see you in the forum. 


